School of Arts, Media and Engineering

Mailing Policy and Procedures

Incoming Mail

Mail that is addressed to PO Box 878709, Tempe AZ, 85287 will be delivered to the Brickyard front desk by ASU Mail Services.

Mail that is addressed to 699 S. Mill Ave, Room 395, Tempe AZ 85281 that is being shipped by the United States Postal Service will be delivered to our mailbox on the plaza level of the Brickyard around noon. This mailbox is checked every afternoon by our student worker.

Mail that is addressed to 699 S. Mill Ave, Room 395, Tempe AZ 85281 that is being shipped by a mail courier service like Federal Express or UPS will be delivered to the Brickyard front desk and will be delivered by the student worker during afternoon mail runs.

Mail Delivery

ASU Mail Services picks up from and delivers mail to the Brickyard daily at 9:30 AM. The AME front desk student worker will pick up and deliver mail to Matthews Center and Tower Center B (Digital Arts Ranch) daily in the afternoon. 
Outgoing Mail

For Brickyard employees, please place any outgoing mail in the Outgoing Mail tray on the front desk.

For employees at Matthews Center and Tower Center B, please place any outgoing mail in the Brickyard mailbox for the student worker to pick up, and it will be mailed the following morning.

Campus mail envelopes are available in the second drawer of the filing cabinet underneath the faculty/staff mailboxes in the Brickyard, in the mailroom at Matthews Center, and in the cabinets beneath the mailboxes at Tower Center B. If more campus envelopes are needed, please submit a request online at http://www.asu.edu/purchasing/mail/campus_form.html.

AME has a Federal Express account and a UPS account. You may send items to the Specialist to the Director that need to be shipped via courier service with:  shipping address, telephone number, type of service requested (next day, two day, ground, etc.), budget to be charged, package contents, package weight, insurance amount (if applicable), and who should receive email notifications. The Specialist to the Director will work with the Accountant Associate to ship the package.
For outgoing mail that requires a postage stamp, a mail bar code must be placed vertically in the upper left hand corner of the envelope with the digits CD11001 on the left. This bar code allows Mail Services to bill the department directly instead of requiring postage stamps. The bar code is preprinted on AME stationery.  Bar code stickers can be obtained from the Specialist to the Director. The Specialist to the Director can order more bar codes using the Request for Bar Codes form found on the Mail Services website.
AME also has Forever stamps to be used when a bar code will not be sufficient, such as providing self-addressed stamped envelopes. Stamps cannot be purchased with purchase cards. All requests for stamps must go through ASU Mail Services. 
Supplies

Campus and USPS mailing supplies are available through ASU Mail Services for free. Federal Express and UPS will provide supplies for free. You may contact Specialist to the Director to request supplies.
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